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Let the CPU know when verifications may 
arrive  
There is a new question on the Virtual Gateway Common Intake 
application for MassHealth.  On the Submit Application page, you will 
see: 
 

 
 
The correct response is very important to the efficient processing of your 
applications. 

• Please answer "No" only if you won’t be faxing verifications to CPU 
within 3 business days.  

• If you will be faxing verifications to CPU within 3 business days, please 
answer "Yes."  

• The correct response enables the CPU staff to process your applications 
faster.  

• When you select “No” and submit the application, the CPU will not wait 
three business days to receive your faxes.  If any verifications are 
required, MassHealth sends a letter right away to the applicant (with a 
copy to the PSI designee) requesting the appropriate verifications.  

 

 

 

 

 

 

 
 

Tips for Entering Absent Parent Information 
The Common Intake application requires information for both parents of all 
children in the household under the age of 19.   
 
For MassHealth applicants, there are some important exceptions to this 
rule: 

• An 18 year old is the Head of Household and no parent of the 18 year 
old is residing in the household 

• The Head of Household is a pregnant female under age 19 

• The Head of Household is an individual under age 19 who has a child in 
the household.  Note: This exception does not apply to the minor child 
of the under 19 year old parent. 

 
In the above cases, you should not use the Virtual Gateway to 
submit an application.  Instead, please submit a paper MBR. 
 



Virtual Gateway 

Entering Absent Parent 
Information, continued 

 

You can use the following additional tips to enter Absent Parent 
information in the electronic application: 

• If the absent parent is deceased, unknown, or the child was adopted by 
the parent already entered as the head of household in the electronic 
application, you should select Yes and check the box next to the 
applicable child. 

 

 

 

 • If the absent parent does not fit the above scenario, you should select 
No and complete the applicable fields. 

• If you make a mistake while adding an absent parent and receive an 
error message after selecting Save and Continue, you will need to: 

o Select the   link to return to the Provider home 
page 

o Select  to display all applications that you have 
suspended 

Select the application you were working on by clicking on the application 
number (Hint:  Use Head of Household name to help identify the 
application.) 
 

 
o Select Save and Continue from the Start Application Summary 

page.  The Absent Parent Information page will display. 

o Enter the correct information for the absent parent. 

o Select Save and Continue 

 

 

Look for upcoming improvements on the Absent Parent Information page. 

 

*       *       *       *       * 
 

 


